
Office of Science and Technology Communication Notebook

Purpose

The purpose of this notebook is to help ensure that the Office of Science and Technology (OST)
program is efficiently and effectively communicated to interested and involved stakeholders. It
describes the standard ways, but not necessarily all possible ways, to report and distribute
program information. The notebook is a living document, designed to change as information
needs and information technology changes.

Roles and Responsibilities

The Focus Areas, Crosscutting Programs, and other program areas generate information which is
valuable (and sometimes required) by stakeholders such as Congress, state and local governments,
technology users, technology providers, researchers, regulators, and community leaders. The
Information for Decisions (IFD) program at Headquarters is responsible for selecting and
packaging some of that information for dissemination to key OST audiences.

Headquarters issues guidance and coordinates production and distribution for certain
communication products to ensure a common �look and feel�.  Guidance and examples for these
products are included in this notebook.  Program areas may also produce additional products to
manage their programs and communicate with stakeholders.  To ensure coordination and
consistency, copies of any such products should be sent to Diana Krop (see address below).

Revisions

A two-part notification process helps ensure that new or revised guidance is brought to the
attention of everyone who needs it.  First, the information is posted in the appropriate section of
the notebook and identified online with a NEW indicator.  Second, the availability of new or
revised guidance will be highlighted during the monthly Communication Working Group
conference calls.

Approach

Through user surveys, focus groups, and lessons learned sessions, OST identifies key audiences
and determines their information needs. IFD designs products, sets production schedules, and
selects the best communication channels to address these needs. For example, many materials are
produced to be available in time for Congressional briefings, hearings, and budget sessions. 
Reports describing new technologies are designed to help technology users make implementation
decisions. And information posted on the web enables stakeholders to select the level of timely
data they want to read.



The various communication products are designed to complement and support each other.  For
example, information which is input into the Technology Management System (TMS) can be used
to generate fact sheets which can, in turn, be used in the various publications.  The Initiatives
newsletter can alert subscribers to the availability of new information on the OST web site and
newly available publications.

Other Products and Services

In addition to the products listed in this notebook, HQ and the program areas produce and
maintain other communication products and channels.  These include the TMS, web pages,
special brochures, posters, exhibits, and newsletters.  IFD is available to assist in planning and
design, and will provide suggestions and ideas for submitting articles to publications, preparing
cost-effective mailing lists, producing videos, designing exhibits, and getting feedback from
product users.

For further information contact:
Diana Krop
M/S 1135 CL
19901 Germantown Road
Germantown, MD 20874

Phone 301-903-7918
Fax: 301-903-1530
E-mail: diana.krop@em.doe.gov


